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ABSTRACT 

This publication contains materials for four courses 
in Applied Communications in the Applied Academics program at South 
Seattle Community College. It begins with the article, "Community 
College Applied Academics: The State of the Art?" George B. Neff), 
which describes the characteristics, model, courses, and coordination 
activity that make up this community college applied academics 
program. Materials provided for each course include the following: 
course outline (credit, lecture, and lab hours; course description; 
prerequisites; learning objectives and hours of instruction) and 
course syllabus (course description; required materials; othtr 
policies; "?ekly schedules). The first two courses (Applied 
Communications: Assessment and Applied Communications I: Workplace 
Communications) are designed for technical students and serve as an 
introduction to communication skills in the workplace. Students 
assess, practice, and improve their oral and wri';ten skills in a 
variety of business formats. The courses are coordinated with a 
computer application course. The third course (Applied Communications 
II: Technical Writing — Career Research) involves preparation of a 
detailed career plan by each student and results in the production of 
a document in the form of a formal business report. It complements 
the school's counseling and career services functions, uses skills 
and careers data banks and library business reference functions, and 
involves extensive computer use. The fourth course (Project Research, 
Documentation, and Presentation) is coordinated with students' 
technical programs and focuses on communications issues related to 
second-year technical capstone projects. Students learn to do the 
following: develop project plans, status reports, and research plans; 
conduct research; do project reports; and make speeches. (YLB) 
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The State of the Art? 



by George B. NeM 
Copyright • 2-20-93 



Soum Sea«/e's curnculum. Soutli SeaWe Comrnun,fy Co^ege ^ cou^ 

charactensucs and are pan of an o^^^^^ App^ Academics program 

purpose Of def.,ng -'l<^ ^TZZlnZes Tjec'no^^^^^^ CoZunications. Applied B.ology 
includes courses m: Applied Math. Principles or 'T'l . ^ Humanities. These 

communiTy college Applied Academics programs m the country. 



BACKGROUND 



south Seanie Co.mun^ CoHege .^^^^^^ 

The college is or^e of four .nstrtut.ons that '^^^^^P/^^J,^^"'^^^^^^^ a stror^g area of 

campus is located ,r. a heavily '^l^^^^]^'''^^^^^^^^^ oU oHeriS^'r. Tillage transfer, ger^eral 

emphas,s ir. vocat,or.al ar.d techn-ca. educat^n ha^^^^^^^^^^ ^^^^.^^^^ 

studies, and continuing education. The school is ^ ^weu cu> Hazardous Materials 

education with nationally recognized programs in sucm A^io,inn related technoloq ;es. Two 

Management. Food Services, landscape and Horlicurture^^^^^ to re-examine the 

years ago. with financial assistance from the Boeing Cofporat<«^. tne ca pu y 
lay in Sh.h . taught academic -2f^™f,^t^",'e^'^^^^ ^ 
adopting the concepts, n^thods. and or ^f^^J'^'^ °\^'^^?!^ of the concepts ar>d 

App^ed Academics. The first two years of ^^'S eHort focus^^ .nrt a mas^ ^ j^pienTentation of 



SECTION I " Distinguishing Characteristics of Applied Academics Courses 



The term 'Applied Academics* has come to refer to a national standard curriculum consisting of high 
school courses in Applied Math. Applied Biology/Chemistry and Principles of Technology developed 
and sold by CORD and similar courses in Applied Communications developed and sold by AIT 
(Agency for Instructional lechnoiogy). 

The South Seattle Community College Applied Academics courses are based on the same 
distinguishing characteristics as the national standard courses and in some cases utilize materials 
developed by and obtained from CORD or AIT but these are most definitely local products specricalty 
designed for community college students. The development and validation of these courses 
necessitated the precise definition of the distinguishing characteristics of applied academics courses 
and the college turned to CORD for help in this critical area 

According to Leno Pedrotti, CORD's founder of Applied Math and Principles of Technotogy, the 
distinguishing characteristics of Applied Academics courses include the following: 

•Applied Academics courses are competency based, utilize context based learning, integrate academic 
concepts into technical courses taught in a work place setting, emphasize cooperative learning and 
stress the use of principles, laws, formulas and rules in the real world as opposed to focusing on 
proofs of principles and laws, the deri ..tion of formulas, or the evolution of rules' 

The emphasis on specific competencies and on putting ideas in context was further stressed in this 
statement by Leno: 

•Applied Academics tries to show the way in which laws, principles, formulas and proofs are used by 
real people, in the real world, on the yob.' 

The distinguishing characteristics of Applied Academics are suminarized as follows: 

Applied Academics courses: 

o are competency based 

0 utilize context based learning 

o integrate academic concepts into technical courses 

0 are taught in a work place setting 

o emphasize cooperative learning 

0 stress the use of principles, laws, formulas and rules 

o show how laws, princi''"'S, '-^rmulas and proofs are used by real people, in the real 
world, on the job 

The college also developed an educ ...m model that supports the implementation of the above 
characteristics and that defines quality education programs. 



SECTION 11 - The Applied Academics Education Model 

The education model includes an Applied Academics mission statement, goals, curriculum guidelin( 
and tools, and instruction guidelines and tools. The purpose of the model is twofold. Not only doe 
the model help insure and facilitate the development of an Applied Academics program that is well 
anchored in the distinguishing characteristics of Applied Academics, but the model also helps to 
explicitly define the concept of a quality education and to facilitate the development and delivery of 
quality education programs. 



A. The Mission Statement 

The Apphed Academ.cs m.ss.on statement beg.ns to def,ne a qual.Ty education: 

Th,s m.ss.on ,s cons.stent with the Presidents education goals. in the 

commission on Achieving Necessary SK.lls) Idea o» a 

tradrtion of a liberal education ^sjliscussed by John h^^^ ,^ ^^^^ ^^.^ ^^^^ 

university- and the report of the harvard Commrttee^ a G^nera^to ^u, also good family 

Of these worKs recognizes that qualrty '^^^^^ ^^,^^^^"2 ent national standard 

members, community members ^^^^ 90Od crtuens^ "H^e 3 

Applied AcademK^s '^^Q^^^^^J^a^^^^^^^ program, on the other hand, 

potentially serious quality problem. Socrth seanie s preparation for roles no< only 

!:rc.udes courses m APP'ied Humanrt^s sfjc^.^^^^^^^^ ^,3,^^,,, 

Toclt e^ph^rc^^^^rth^^^^^^^^^^^^^ 3 .ey . Program qual^y. 



B. The Goals of the Applied Academics Program 

The goals of the Applied Academics program are as follows; 

,n leading /.appy and prod.cf^.e '-J^^f^f ; f^':^,;",^^ a^ ^ocalnai sk.lls: 
skills, general work place skills, and speodc academic. recnn/c<« , 

-,^,1^ /ritiTonchin General Work place, and Subject 
approach was found to be necessary and useful. 

Providing Citizenship Skills • Go«l 1 

consideratkjn ot values, 
education. 
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Providing General Work Place Skills • Goal 2 



TTie project did not develop a new list of general work place skills but adopted those skills defined in 
the SCANS report including five work place competencies and three foundatton skills. The SCANS 
skills seemed adequate for the program and similar enough to the other national general work place 
competency models being developed to warrant adoption at the time although the coHege plans to 
revisit this subject in 1993. 

Providing students with 'General Work Place Skills' insures that the Applied Academtes program and 
other technical progranrw turn out indivkJuais not only expert in some vocational or tectwifcal facts, but 
indivkJuals capable of sharing existing facts, acquiring new facts as these bacome available, applying 
them in the wori< place. wori<ing effectively with others, assimilating technical change and other job 
independent, work place skills. 

Providing Specific Academic, Vocational, anrt Technical Skllla • Goal 3 

Specific academic, vocational and technical skills include academic subject specific, and occupation 
specific skills that vary with each course of instmction. Tf ese skills are developed and documented 
on a course by course basis. 

Providing 'Specific Academic, Vocational, and Technical Skills' insure that students receive sufficient 
specific training to qualify for initial employment and to practice general concepts, theories, laws and 
proofs. 

The Applied Academics goals are based on the mission statement and add specificity to it. The 
mission statement and goals help insure implementation of the principles of Applied Academics and 
the delivery of quality education programs but are not complete in and of themselves. What is lacking 
is a way to insure the incorporation of these concepts into the everyday life of the college. The 
following Curriculum and Instmction guidelines and tools were adopted or developed for this purpose. 



C. Curriculum Guidelines and Tools 

Th'? following guidelines assume simple definitions of the terms cumculum and instructkxi. Curriculum 
is defined as "what you teach', instruction is defined as 'how you teach it'. 

Curriculum elements in the Applied academics .i^odel include a program course mix gukleline, a 
course skills mix guideline, and a star.daiu course outline tool. 

Guideline 1 • Course Mix 

This guideline insures that technteal programs prepare students who are good wori<ers but also good 
citizens. 

'All programs of technical instojction should provide students with a suite ole mix of courses in 
citizenship skills, general wori( place skills and specific academic, vocational and technfcal skills.' 



Guideline 2 • Skill* Mix 



The second curriculum guideline insures the implementation o< the Applied Academics principles of 
context based leam.ng in general and the principle of the integration o< academic materials into 
technical courses in particular. 

•Academic corx:epts should not only be taught in separate academic couses but should also be 
integrated into all technical courses.' 

The Standard Course Outline 

The model includes a curriculum tool used to measure the mix of skills included in given course or 
onL^ he ^andard course outline. The standard course outline supports the analyses of program 
^n? c^lse le^el skills m« by spreading total course hours amorjg tlv^ f ensh'P s^I^^^^ general 
work place skills and specific academic, vocational and technical skills included m the course. 

The hours of instruction identified in each course outline may be added together to ^a'uatethe 
overall mix of instruction provided in any existing or proposed program o< study. This approach 
provides a general control over course arvJ program mix. 



D. Instruction Guidelines and Tools 

Instruction elements included in the mode! are a Context Based Instructkxi Guideline a Cooperative 
LetrnrnrGui^^^^^^^ a Utility Guideline and a Course Syllabus Tool. These elements .mplement the 
distinguishing characteristics of Applied Academics. 

Guideline 1 • Context Based Instruction 

Applied Academics courses, more than anything else, teach abstract ideas by putting them in 
'context'. 

'Applied Academics courses should be taught in the context of real world settings including the work 
place, home, and community." 

Guideline 2 • Cooperative Learning Techniques 

Today's work place puts heavy emphasis on team work. This emphasis is reflectt-d in the Applied 
Academics program. 

•Applied Academics courses should emphasi7.e cooperative learning as a primary instruction model 
where appropriate.' 

The college also emphasizes capstone team projects m year two ct technicaJ degree programs. 
Guideline 3 • Utility 

The utilrty guideline is a key in transforming traditional academic courses into Applied Academics 
courses. 

•ADDlied Academics courses should stress tho use of principtes. laws, lomxilas. and mies in the real 
worK oSSto the proof o( principtes and laws, the derivation d formulas, or the evolutKX. o* 
rules.' 



ERIC 7 



Guideline 4 • Competency Based instruction 

Competencies or Skills (the terms are used interchangeably in this document), are a key in tieing 
together instruction between high school and the community college or between related courses in a 
series of courses. 

'Applied Academics courses will provide instruction in clearly defined Citizenship Skills, General Work 
Place Skills, and Subject Specific Skills.' 

The Standard Courae Syiiabua 

The above instruction guidelines are reflected in the standard course syllabus. The standard syllabus 
encourages instructors to consider and to describe the implementation of the above instruction 
guidelines when creating or selecting teachit^g methods for Applied Academics courses. 

The above Applied Academics education model, including the mission statement, goals, curriculum 
guidelines and tools and instruction guidelines and tools support the development and implementation 
of quality Applied Academics programs at South Seattle Community College. 



SECTION III - Impacts of the Model on Instructors 

Instructors have had a variety of feelings and experiences in attempting to deal witi . the subject of 
applied academics and to understand and use the concepts and tools described in this article. Some 
general patterns appear to be as follows. 

In the initial phases of Applied Academics some of the teachers trained in classic academic disciplines 
felt suspicious about the heavy work place emphasis of the program and doubtful about course and 
program quality and intent. 

In an effort to deal with these initial concerns academic teachers were drawn together with technical 
faculty and representative of the business community for twice nKXithly meetings during the summer 
of 1992. 



This project known as the Applied Academics Task Force operated with funding support from the 
Boeing Corporation and had as its goal the definition of the Education Model described in this art'cle, 
the development of the Applied Humanities and Applied Biology and Chemistry courses and the 
analysis and documentation of the college's existing courses in Applied Math, Principles of 
Technology, and Applied Communications. 



The project provided academk: and technical teachers with an opportunity to get together outside the 
press of the academic year, to devek^p some additional rapport and empathy and to take control, in a 
sense, of what had been a potentially troublesome topic. This process in and of itself helped teachers 
feel more in control of things. 



The isolation of the distinguishing characteristrcs of Applied Academics and the reduction ol these 
concepts to some practteal guWelines and tools for course devetopment, curriculum and insia»ction 
also helped individuals in their understanding of and comfort with this subject. 
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A related panem also emerged. It became clear that every te«chef Invoked In the project w«« 
lire yf. Chin, C«Uen.h^p SR..... Gener.. WorK P..ce SK.... .nd Sp^cmc S U . " ^v^n^ cour.. 
wttho»i be.ng wVed to do .o and. .n .ome case., without realty focu.Ing on thi. fact Once^e 
Th?^ part K^ure (Crt.ensh.p Sk.ils, General Work place SK.IIs arxJ Specrfic Sk.i.s) was denned 
th^feachers qu^kly saw the pattern in the. courses. The fact that al. the teachers, academic and 
technical, shared an interest in all three skills areas helped bond the group 

The structure also was a challenge to the instructors when rt came to allocating course hours to skills. 
It was often the case that more then one kind of skill was taught in a single course activity, for 
instance, presenting a project to the class could involve not only speaking skills but a^so an 
understarxling o( tihn.cal facts related to the project, thinking, speaking, listening, and tea^ori^ 
skills. These structural challenges were uftimatety met with some creative solutions by the team 
members. 

in summary, instructors finished the project w^h a better appreciation of one another and a new 
confidence in their ability to define and deliver Applied Academics courses. 



SECTION IV - Courses In the Applied Academics Program 

The Applied Academics program at South Seattle Community College includes three courses in 
Applied Math, three in Principles of Technology, four in Applied Communications, four in Applied 
Biology/Chemistry, and four in Applied Humanities. 

The courses in Applied Humanrties are unique to South Seattle and include Applied C'^f ; ^PPje^ 
PhLsophy. Applied History and Applied Art. Some detail regarding hese courses is provided below 
because they are unique to South Seattle 

A feel for the content of the program is provided in the following course highlights: 
Applied Math 

Applied Math is currently a three course series. The first course in the series iritroduces students to 
app iS algebra, geomeiry. trigonometry, and statistics. This course includes algebraK: operations. 
eKnts roots scient^ic notation, dimensional analysis, signifcant digrts^he ^^'^^<^fi^^^^. 
Xee equations plane and solid geometry, solution of right triangles. fuoctKjns. graphs, d^^pj^e 
Scs iSor fundamentals. Ind applications. This course is designed to be compatible wrth 
the modules used in CORD'S Applied Mathematics curriculum. 

Principle, o* Technology 

ThQ first course is a Wend of technotogy principles with lab practices that irivolve Mechanical. Fluid. 
Electrical, and Ttiermal Systems that are used by technicians in their everyday worH, 

The second course is a continuation of applied physics with accentuation on rate, energy, power, 
momentum, resistance and force transformers. 

The third course is a continuation of applied physics with accentuation on energy converter;, 
transducers, vibrations and waves, time constants, radiation, and optical systems. 

O 9 
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Applied CommunicatiorM 



The first course is designed for technical students and serves as an introduction to communication 
skills in the work place. Students assess, practice, and improve their oral and written skills in a variety 
of business formats. This course is coordinated with a computer application cour;.e to encourage 
integration of writing and computer skills. 

The second course involves the preparation of a detailed career plan by each student and results in 
the productton of a document in a formal business report format with front matter, a body and 
complete back matter. This course interfaces with the schools counseling arxJ career services 
functions, uses skills and careers data hanks and library business reference functions, and involves 
extensive use of the computer. 

The third course is coordinated with the students technical program and focuses on communications 
issues related to second year technical capstone projects. During the year students develop project 
plans, status reports, research plans, conduct research, do project reports and make speeches. M 
the end of the year the technical projects, reports and speeches are presented to business advisors 
and prospective employers in formal end of the year meetings. 



Applied Biology and Chemistry 

This is a four course series. In these courses biology and chemistry are treated as a unified science. 

The first course includes the sources, uses, and problems relating to natural resources and the 
properties, uses, quality and cycles of water, air and other gases. This course is designed to be 
compatible with the modules used in CORD's Applied Biology/Chemistry cumculum. 

The second course includes components of the continuity of life including genetics, reproduction, and 
evolution. Food sources and effects of diet on nutrition and disease transmission, prevention, and 
treatment in plants and animals are also discussed. 

The third course included photosynthesis and the role of nutrients in plant growth and reproduction; 
anirral anatomy and physiology of life processes; and types, benefitc and hazards of microorganisms 
to humans as well as biotechnology applications of microorganisms. 

The fourth course includes the sources, properties, and uses of synthetic materials; control of home, 
community and industrial waste, and waste management; and animals and plants sharing space and 
resources in a community. 



Critical Thinking and Ethics In the Work Place (Applied Philosophy) 

Critical Thinking and Ethics in the Work place is an introduction to critical thinking, logic and scientific 
reasoning with applications to other courses, everyday life and work. It is been created with technical 
education students in mind; whenever possible topics are related directly to the programs of study 
and future careers of technical education students. 
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Re»pon$lbllltle« and RIghU of Citizenship (Applied Civic*) 

Th.s course examines ind.v,dual nghts and respons.b.lrt.es ,n a free society ^1'';^^'^!''°^ 
and ,nd.v.duars roles as a cit.ien and resident of various levels of government, family "member a. kJ 
employee <i employer. The course distinguishes between legal^ ' ?h". ctS 

and those r.ghts and responsibilities that are considered essential to a free society The cour^ 
assists students in thinking clearly abou? these issues and adds the dimension of values to the 
process of this critical thinking. 

Utecycle* of Bu«lne««. Products, and Technologle* (Applied History) 

This course enables students to use history: its content, analytical process, research methods. 

lV^°ca methcSs and wrrt.ng techniques to anticipate, understand and ^f^^^J^T^^Tnoducns 
iechnoloqy The course provides the student wrth insight into the nature of the "rfe cycles of producns. 
fSteriai?and processes using the techniques of research, analysis, and wrrting of history. 

Industrial Design ^t^d Human Factors (Applied Art) ^ ^ , .v,« r^t 

TWs course assists the student in developing an esthetics approach to '^^"°'°9V °' 
wo^ ?^e concepts of quality, beauty, good design, and a good work environment are exptored Uom 
a varied ofTew^ints including the philosophical, multi-cuttural, psychotogical. economic, and 
te^hnol°cal T^e course considers esthetics values, the psychology of perception, social values, 
economics and design, production, materials, and vocational applications. 
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SECTION V -Inserting New Applied Academics Courses into Established 
PrograiT>s 

An interesting set of problems occur when considering how to insert new courses in Applied 
AcJSer^S^to e)S.'ng technical programs. The first fact usually associated wrth th« prcce^ s that 
fhereTnlvrarText^ time for aSonal courses. The inevrtable consequence of th.s is that new 
courses muS ^uLd as substitutes for existing courses. All the courses described above were 
develop £ s^Ses for existing tradrtk^nal academic courses, some of whK:h were required some 
etectives. But course substitution can be a real pandora s box. 

usually, instructors of current academic courses are schooled '"^^^'^'^•'IJ^^'S^^^ 
hired Yo be experts in the nuances of the work place. These instructors sometin^ see work place 
X ^L^n^^r^ separate fr^ academics a^ ^^^^^^ 
mav or mav not be inclined toward change in any event. Even m the best of cases, where acaoemic 
S5^^?^Te^ in the ways of the Tork place, enthusiastic about the misswn of work ptece 
^SSn and^rS innovSors they may riot be conversant with the distingu«h.ng character^ics 
S /^S^cSJ;?^ in^^ und.7^ r^thods of Applied Academics and will therefore be unable 
to devetop and deBver suKable applied courses. 
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The solution to these problems are not easy to implenient but they are simple conceotuaily. The first 
decision to make Is 'can the instructor of an existing traditional academic course develop and deliver 
a substitute Applied Academics courser*. If the answer is not a resounding unqualified yes, then the 
best approach is recruiting. The second decision to make, if the answer is yes, is "what kind of help 
will that instructor need in developing and implementing the couise?'. Some answers to this second 
question from South Seattle's experience are: 

0 Provide compensated time outside the press of daily affairs for training and course 
devetopnoent. 

0 Assign instructors to work in teams that include academic instructors, technical 
instructors and business people. 

0 Discuss underlying education values. 

0 Provide an Education Model or some other form of structure within which course 
development occurs and that insures conformance to agreed upon concepts and 
values. 

The processes of developing Applied Academics courses and of inserting them into existing technical 
programs present some real challenges but success is possible given the right anproach. 



SECTION VI - The Coordination of Applied Academics Courses 

The distinguishing characteristics of Applied Academics courses suggest that much can be gained 
from demo strating the application of academic concepts by relating the concepts to technical 
subjects. 

South Seattle's experience in this area began with the development and implementation of two 
coordinated courses, an Applied Academics course in Communications, and a course in Computer 
Applications. In these coordinated courses, students were taught concepts in written and oral 
communications, and research in the Communications class and were then given a chance to apply 
these concepts using computer tools (i.e. word processors, presentation graphics and aides. CD-ROM 
and on-line data bases). This effort met with great success and has led to the coordination of nev. 
Applied Communications courses with campus career services and with second year, capstone 
technical projects. 

One of the difficulties in developing and implementing such coordinated courses is the extra time it 
takes instructors to develop the course and coordinate delivery. The college is fortunate in being able 
to use faculty development funds to provide stipends to two inf^ructors each quarter, to develop and 
deliver one new set of coordinated courses. 



SECTION VII • Business Validation 



The South Seattle Communrty College AppI.ed Academ.cs program ,s be.ng validated by the Boe.r^g 
Corporation as part o* 'he.r ongo.ng suppcrt to the pro,ect. A team o< Boeing execut^es represen ,ng 
corporate busings practices, pre-employment screening, and management development, were ask«J 
to evaluate all the AppI.ed Academ.cs courses at a h.gh level and to evaluate the AppI.ed Humanrt.es 
courses in detail The Boe.ng team found that the overall Applied Academ.cs program des.gn was on 
target and that the proposed courses in Applied Humanit.es were in some cases necessary and .n 
some cases desirable. The Boeing team also proposed sonae changes on a course by course basis 
that are being incorporated in the design. 



SECTION VIII • Summary 

South Seattle-s Applied Academics program is still evolving and is by no means complete at this time 
but the existence of a formal Applied Academics Education Model coupled '^^^^'^'^'^^'''^jf^^^. 
courses in the newer areas of Applied Communications, Applied B,oiogy and Chem.stry and Apphed 
Humanities make it one of the most complete and innovative programs of rts type, rt may be the state- 
of-the-art. 

Some major issues in Applied Academics have yet to be explored by the college and are targeted for 
future inquiry On question is "Do employers really want students who th.nk for themselves and who 
have highfy developed ethical sensitivrties?'. Another is 'Are students who have spent time rriastenng 
crtizenship competencies and general work place competencies at a disadvantage in compe^ng fa 
entry point jobs wrth students who do not have these skills but have more occupation specrf-.c sk.lls. 
The question will be explored wrth the help of a team of Boe.ng Executives m the com.ng months. 

Another question is the relationship of Applied Academics to Engiish-as-a-Second Language (ESL) 
and Adut? Bask: Education (ABE) programs. The Applied Academics courses are ;ej^^';^^^°^^;^^^^^^ 
students in a wkle range of technk:al programs. Students taking courses in ESL ABE ^^^J^J"^^^ 
from the principles of teaching in applied context, making it eas.er for special population of students to 
access coJIege-tevel education. 

These are but a few more interesting issues to be explored in the further development and refinement 
of Applied Academics at South Seattle Community College in the future. 
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COURSE OUTLINE 



DEPARTMENT: 
PROGRAM: 
CURRICULUM: 
COURSE TITLE: 
COURSE NUMBER: 
TYPE OF COURSE: 
CREDIT HOURS: 
HOURS: 



Technical Education 



Applied Academics 



Applied Communications 



Applied Communications: Assessment 



ENG 103 



Vocational/T echnical 



3 credits 



Lecture Hours 
Lab Hours 
Home work Hours 
Other Hours 



Total Hours 



12 

'is' 



30 



CLASS SIZE: 



24 



COURSE DESCRIPTION: 



Usirtg diagnostic tests, writing samp:<=es, arxl computer 
software, students assess their own skIIIs in reading, writing, 
speaking, and listening English. Ski.ius are also assessed by 
the instructor and by computer aidea: diagnostic tests. 
Students learn basic comptxer operrations and use 
educational software and word proccessing. 
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COURSE HISTORY: 

PREREQUISITES: 
Correction: 



Developed by George Neff 4 Robert =ree, Winter. 1993. 
Developed by Roger Bourret. Spring, 1993. 



ASSET or SLEP test through Assessment Services 

14 



For all Applied Communication Course Outlines, there are a total of 30 IficMfl hours 
and 0 lab hours, for a total of 30 hours. 



LEARNING OBJECTIVES: HOURS OF INSTRUCTION 

A. CITIZENSHIP KNOW-HOW: 

1. RIGHTS AND RESPONSIBILITIES OF CITIZENS 

2. WORKPLACE ETHICS 

3. APPLIED ART 



4. APPLIED HISTORY 

5. CRITICAL THINKING (See section B. 3.) 



B. WORKPLACE KNOW-HOW: 



FIVE WORKPLACE COMPETENCIES 



1. Resources: 

1) Time 

2) Money 

3) Material and Facilities 
A) Human Resources 



2. Interpersonal: 

1) Participates as Member of a Team 

2) Teachers Others New Skills 

3) Serves ChentsiCustomers 

4) Exercises Leadership 

5) Negotiates 

6) Works with Diversity 

3. Uses Inforrtiatlon 

1) Acquires and Evaluates Information 

2) Orgar zes and Maintains Information 

3) Interprets and Communicates Information 

4) Uses Computers to Process Information 




4. Systems: 

1) Understands Systems 

2) Monitors and Corrects Performance 

3) Improves or Designs Systems 



5. Technology: (See Section C.) 



THREE FOUNDATION SKILLS 



1. Basle Skills: 

1) Reading 

2) Writing 

3) ArithmeticlMathematics 

4) Ustenir>g 

5) Speaking 
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THREE FOUNDATION SKILLS (Cont.) 



2. Thinking Skill*: 



1) Creative Thinking — ^• 

2) Decision Making — ■ 

3) Problem Solving — 

4) Seeing Things m the Minds Eye _2, 

5) Knowing How to Learn * 

6) Reasoning 



4 



_X_ 

_x_ 
_x_ 
_x_ 
_x_ 

X 



3. Personal QualHlet: 

1) Responsibility 

2) Self-Esteem 

3) Sociability 
A) Self-Management 
5) Integrity IHonestf 

C. ACADEMIC SUBJECLOCCUPATION SPECIFIC KNOW-HOW; includes academic subiect 
competencies such as: 

Reading 

Look up information in alphabetical order. 

Use the dictionary. 

Use the various parts of a textbook. 

Recoqnize and use technical vocabulary in a technical area. 

Rea?and interpret common signs and symbols in diagrams, tables, and ch.rts. 

Follow basic written directions for classroom work. ooeration 

Follow procedural instructions for basic computer and soft^^are operation. 

Wruing 

Fill out a job application. 

a Simple sentence wrth correct capnalization and punctuation. 
Write several sentences on a topic in paragraph form. 
Use the spell-check to verify spelling. 
Use computer thesaurus to find alternate vocabulary. 
Write a memo in the standard format. 

Communication (Listening and Speaking) . « ^oi in<;tn.rtinns 

Demonstrate un derstanding of and follow wrrtten and verbal .nstructwns. 
Ask for pertinent information or instructions. 
Express kJeas and add details as required. 
Recognize learning styles (visual/auditoryAactile). 
Make an oral self-introductton. 

Group Work 

Be willing to interact with others for a common purpose. 

Peer-edit written documents. 

Provide verbal feedback to other students or instoictor. 

Submitted by. 
Approved by: 
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COURSE SYLLABUS 



General lnform«tlon: 
Quarter: 

Course Number: 

Course Title: 

Section Number: 

Instructor: 

Office Location: 

Office Hours: 

Office Phone Number: 

Room Number: 

COURSE DESCRIPTION: 



Spring Quarter, 1993 
ENG 103 

Applied Comnnunications:Assessment 
01 

R. Bourret 
CC112 



M W-F 2,00 • 3:00 

764-5363 

TC 127 



Home Phone Number: 783-2238 



Lab Hours: 



Using diagnostic tests, writing samples, and computer 
software, students assess their own skills in reading, writing, 
speaking, and listening English. Skills are also assessed by 
the instiuctor and by computer-aided diagnostk; tests. 
Students learn basic computer operations and use 
educational software and word processing. 



Required Materials: 
Optional Materials: 



Dictionary, at least 2 diskettes 
Foreign language-English dictionary 



Course Schedule: 



Attached 



Evaluation Policy: 



Woric will be evaluated by timely completkso o< assigned tasks 
and accurate ar»d appropriate language use. Checkl^s o* 
criteria for grading vi^ill be provided. 



ERIC 
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COURSE SYLLABUS (Cont.) 



Grading Procedur*: 



Points will be awarded tor evaluation checklist items. 



Other Pollcl€«: 



Attendace is required 'or certain class activities. Participation m the 
project work is based on student generated schedules and student- 
generated evaluation methods. Some assignments are group work 
and others need to be individually done. Plagiarism and other forms 
of non-compliance result in warning followed by loss o( points. 



Conformance to Standard*: (Explain how your course conforms to each of the following instruction 



•All Applied Academics courses will be taught in the context of real world settings Including the 
work place, home, and community.' 

Students will assess their own communications skills in relation to a list of competencies 
deemed appropriate and necessary for workplace success by educators and industry representatives. 
Written and oral assignments are directly related to workplace performance. 

•Ali Applied Academic* courses will emphasize cooperative learning as a primary Instruction 
model.' 

Students will work indiv.dually and in groups to assess their communication skills. Peer- 
editing and other forms of peer-feedback will be emphasized 

'All Applied Academics courses will stress the use of principles, laws, formulas and rules In the 
real world as opposed to focusing on proofs of principles and laws, the derivation of formulas, or 
the evolution of rules.' 

WriTien and verbal communications skills -vill be explained and evaluated by performance in a 
job-related situatkjn or assignment. 



Submitted by. Roger Bourret Date: 3/2£>/93 

Approved by: Date: 



standards) 



BEST COPY AVAILABLE 
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Attachment to Court* Syllabut for ENG 103 
Weekly Schedule 

Week 1 

Course introduction i Objectives 

Establish Student File 

Discussion of Communications Skills 

Writing sample sett introduction 
Oral presentation. setf-introduction 

Week 2 

Student File: 

Self-assessment: what to learn, how to learn, resources 

Reading Assessment: Skills Bank 

Writing Assessment: Capitalization, Punctuation 

Introductkxi to the Computer 

Introduction to WordPerfect 

Week 3 

Using Skills Bank & Grammar Mastery 
Student File: 

Skills Bank / Grammar Mastery 

assessment & placement 
Oral report on goals in communications skills 
Procedures for using the software 

Week 4 

Alphabetizing/using the dictionary 

building a technical and professional vocabulary 
Telephone protocol 

Writing: list of vocabulary from specific technical area 

the memo format 
Skills Banky'Grammar Mastery Skills Practice 

Week 5 

Using the library: stacks/periodicals/reference/a-v labs 
Writing: prevtous work experience in memo format 

continue list of related vocabulary 
Skills Bank/Grammar Mastery Skills Practice 

Week 6 

Writing: work or job preferences in memo format 

list o( related vocabulary 
Skills Bank/Grammar Mastery Skills Practk:© 



Week 7 

Taking notes and summarizing: learning styles introduction 
Writing; preferred learning styles in memo fonnat 

list of relat sd vocabutejy 
Skills Bank/Grammar Mastery Skills Practice 



Week 8 

Writing- learning styles and skills goals 
Skills Bank/ Grammar Mastery Skills Practice 



Week 9 



Final assessment in Skills Bank/Grammar Master/ and prescription (or 



continued skills practice 

Writing: summary o( class worV and plans in memo format 
Lecture and summary: oral presentations 

Week 10 

Teacher-student goals assessment 
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COURSE OUTLINE 



DEPARTMENT: 

PROGRAM; 

CURRICULUM: 

COURSE TITLE: 
COURSE NUMBER: 
TYPE OF COURSE: 
CREDIT HOURS: 
HOURS: 



Technical Education 
Applied Academics 
Applied Communications 

Applied Communications i: Workplace Communications 

ENG 105 

Vocational 

3 quarter credits 



15 
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CLASS SIZE: 

COURSE DESCRIPTION: 

COURSE HISTORY: 
PREREQUISITES: 



Lecture Hours 
Lab Hours 
Home work Hours 
Other Hours 



Total Hours _30 

Maximum number of students: 24 ( or number of computer; 
available) 

After an assessment of basic communication skills in readir 
and writing, basic business formats are practiced using wo 
processing. Coordinated with ICT 103 for computer skills. 
Includes oral two presentatioris. 

Originally developed by Roger Bourret and George Neff, in 
1991-92. 

Asset score of 40 in Writing / with lower than 40. student is 
placed in ENG 103. assessed during r.rst weeks, and may 
placed in ENG 105 by instructor 



^ ^« ..^^^ices. Hft tlRS OF INSTRUCTION 
LEARNING OBJECTIVES: 

A. CITIZENSHIP KNOW-HOW: 

1. RIGHTS AND RESPONSIBIUTIES OF CITIZENS 

2. WORKPLACE ETHICS — ~ 

3. APPUEDART 

4. APPUED HISTORY 

5 CRITICAL THINKING (See section B. 3.) 



21 



COURSE OUTLINE 



LEARNING OBJECTIVES: HO URS OF INSTRUCT !^ 

B. WORKPLACE KNOW-HOW: 
FIVE WORKPUCE COMPETENCIES 

1. Resource*; 

1) Time — ^ 

2) Money 

3) Material and Facilities 

4) Human Resources _JL_ 

2. Interpersonal: 

1) Participates as Member of a Team _JL_ 

2) Teaches Others New Skills _X_ 

3) Sen/es Clients/Customers 

A) Exercises Leadership 

5) Negotiates — ^— 

6) Works with Diversity — i_ 

3. Uses Information 

1) Acquires and Evaluates Information _A_ 

2) Organizes and Maintains Information — 

3) interprets and Communicates information _JL_ 
A) Uses Computers to Process information _Jt_ 

4. Systems: 

1) Understands Systems 

2) Monitors and Corrects Performance 

3) Improves or Designs Systems 

5. Technology: (See Section C.) 



THREE FOUNDATION SKILLS 

1. Basic Skills: 

1) Reading 

2) Writing 

3) Afithmette/Mathematics 

4) Listening 

5) Speaking 

2. Thinking SkllU: 

1) Creative Thinkirtg 

2) Deciskxi Makir^ 

3) Problem Solving 

4) Seeing Things in the Minds Eye 

5) Knowing How to Learn 

6) Reasonir>g 




3. P«r«onal Quami««: 

1) Responsibility 

2) Sell-Esteem 

3) Sociability 

4) Self-Management 

5) IntegnrylHonesty 



C. ACADEMICSUBJECT/OCCUPATHON SPECIFIC KNOW-HOW; includes academic and technical 
subject competencies such as: 

(Minimum competencies for English 1 05 agreed on tor the articuiation agreement t^tween Seattle Public 
Schools and Seattle Community Colleges): 

rnm pptencies for Computer Technology 



Perform these basic word processing functions: 
Saving and exiting a document 
Keytoarding with word -wrap 
Cursor movements 
Creating a business letter 
Backspacing for corrections 
Using the date feature 
Using all caps 
Printing 

Accessing 'List Files' 

Retrieving a document 

Using express movement keys 

Inserting . 

Typing over text 

Deleting 

Undeleting 

Updating 

Horizontal centering 

Creating a memorandum 

Using spell check 

Underlining 

BoldirTg 

Viewing text 

Deleting codes 

Creating multipte-page reports 
Changing fine spacing 
Changing justification 
Using a thesaurus 
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Competencies in Modern Communications Technology 



The student will be able to: . . , ,• 

Define the importance of elective communication in our personal and professional lives 
Identify the kinds and levels of communication skills needed fof success in our personal irves. 
personal business activities, and chosen careers 

Describe the impact that computer technology has made and will further make on all their roles 
as communicators 

List ways that office technology -such as word processing, information processing, netv^orkmg. 
and telecommunications-affects the communication process 



Competencies for Reading 

The student will be able to: 

Read to find information 
Read to follow directions 
Read to check information 
Read to draw conclusions 



Competencies for Writing 

The student will be able to: 

Identify types and functions of writing in a workplace setting 

Identify and define the components of the written communication process 

Identify barriers to written communications and demonstrate strategies for overcoming these 

barriers 

Apply pre-writing activities ( brainstorming, defining, organising, outlining) 
Compose a rough draft and make significant changes 
Critique a rough draft and make significant chartges 

Proofread for correctness, spelling, grammar, meaning (see editing competencies) 
Apply the direct strategy 

Compose correct sentences, paragraphs, and messages 

Write memorandums that inform, request, and respond 

Write letters that make routine requests 

Write letters that respond positively 
Apply the indirect strategy 

Write letters that carry negative news 

Write letters and merrxjs that persuade 

Special messages 



Competencies for 

Gathering and Using Information in the Workplace 

The student will be able to: • 

Identify needed informatioo and the appropnate written and oral sources o< the irrfomwiKxi 
Use the library and other sendees to obtain deskod informatkxi 

Evaluate arxJ select sources of information using criteria such as reliability and accessibility 
Summarize information in the form o« rxxes 
Request i* formation in writirig 

21 
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Competencies in Communicating tor Employment 

The student will be able to: 

Write effective applications and resumes 
Prepare fof successful inten/iews 

Competencies for Listening and Speaking 

The student will be able to: 

Identify the elements of effective oral communication 
Communicate in person 
Communicate in groups 

Understand and rerriove barriers to effective listening 
Listen ar>d evaluate oral reports o< others 



Competencies fof EdKing 

The student will be able to : 

Edit for grammar and usage 
Edit for purtctuation 
Edit fof spelling 
Edit for meaning 

Use editing symbols to indicate revisions in rough draft materials 



Critical Thinking 

The student will be able to: 

Know limitations of technology, like "spellcheck* 
Find appropriateness of personal/'impersonal writing 
Read to draw conclusions 
identify barriers to written communications 

and demonstrate strategies to overcome them 
Proofread 

Indirect strategy . ^ ^ 

Evaluate and select sources of information using criteria such as reliability and accessibility 

Summarize information 
Know your audience. 

Group Work 

See above for group work activities. 



CoHeoe-Level WritirKi ReauirenSent 

Minimum 5.000-10.000 words or 2 pages each week for 1 1 weeks. 
Type of work: business tetters, memos, reports. 



02/08/93 

Submitted by: Roger Bourret 0«t«: 3/23/92 

Approved by: 2 
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COURSE SYLLABUS 



General Infofmatlon: 
Quarter: 

Course Nurnber: 
Course Title: 
Section Number: 
Instructor: 
Office Location: 

Office Hours: 

Office Phone Number: 

Room Number: 

Course Description: 

Required Materials: 



Fail Quaftef, 1992 
ENG 105 

Applied CcKTimunications I: Workplace Communications 
01 

Roger Bourret 
CC112 
T-TH 1-2 

764-5363 Home Phone Number: 783-2238 

RS 12 Lab Hours: 

After an assessment of basic communication skills in reading and 
writing, basic business formats are practiced using word processing. 
Coordinated with ICT 103 for computer skills. Includes oral 
presentatior 

G regg Manual , diskette 



Optional Materials: 
Course Schedule: 

Evaluation Policy: 



Grading Procedure: 



attached 

Students are evaluated on their ability to follow directions, complete 
assignrr^ms, and worV individually and as a group. Most assignments 
are based on a point system and this grading is made explicit in the 
peer ediU)g process for each written assignmert Oral presentations 
are evaluaed by peers and instnjctors using a •yes-no' checl<iist 
Language ability evaluation «s based on standard English grammar 
and usage. 

Assignmerns are evaluated and graded on a point system. Final 
grade is based on the percentage (o< points awarded to total points) 
aligned to grade point system as published in college catalog. 
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COURSE SYLLABUS (Cont.) 



Other Pollciet; Attendance .s required for most lecture classes m which 

assignments are made or discussed. Work submitted must be o< c-tudent s 
own effort' if instructor has solid evidence on which to base suspicion o< 
plagiarism, the student is given the opportunity to re submit an assignment. 
Points per day are deducted for late assignments. Behavior in the computer 
lab is according to established and published procedures. 

Conformance to Standards: (Explain how your course conforms to each of the 
following instruction standards) 

•All Applied Academics courses will be taught In the context of real world settings Including the 
work place, home, and community.' 

The assignments are based on business and industry practices and documents. Oral and written 
communication skills are practiced using real life contexts. 

•All Applied Academics courses will emphasize cooperative learning as a primary Instruction 
model.' 

Peer-edrting and peer evaluation are emphasized as methods for improving communication skills. The 
need to continue these methods in the workplace is emphasized. 



•All Applied Academics courses will stress the use of principles '-^^T? ^^nVftrmuirs* 
real world as opposed to focusing on proofs of principles and laws, the derivation of formulas. 

the evolution of rules.' 

using the Gregg Manual and accepted business formats for evaluating assignments, students are 
involved in real world applications. 



or 



Submitted by; Roger Bourret 
Approved by: 



Date: 9/23/92 
Date: 
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BEST COPY AVAILABLE 

" ■ 



Attachment to Course Syllabus for ENG 105 



ENGLISH 105 Introduction to Applied Communications 

Weekly Schedule 

Week 1 

Course description and objectives 

Reading and Vocabulary Assessment for all students: Sections of TABE 

SLEP Test for non-native students 

Oral Assignment #1 ; Self-Introduction with peer evaluation 

Criteria for evaluation and teacher demonstration 

Week 2 

Oral Assignments --2 sessions 

English component: Capitalization, Punctuation 



Week 3 



Memo format and description/written assignment #1: Self -introduction in memo format 
Introduction to the r,fPq q Reference Manual : Capitalization and Punctuation 
Introduction to peer editing/ criteria for assignment #1 



Week 4 



Peer-editing of assignment #1 

English component: sentences vs fragments 

Assignment #1 due 

introduction to Assignment #2: Process writing 



Week 5 



Process writing on technical subject 

English component: run-on sentences 

Work sessk)n on process oaper and peer-editing 



Week 6 



Introduction to business letter format 

Introduction of Claim Letter assignment 

English Component: connectors, trarsition words 



Week 7 



Woffe session on Claim Letter and peer-editing 
English Component: Passive Voice 
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Week 8 



Assignment ol Reply to Claim Letter 

English Component: Passive Voice and indirect writing 

Work Session: Reply to Claim Letter and peer-editing 



Week 9 

Assignment of Reading Program Proposal 
English Component; Periodicals in the library 
English Component: editing a letter 

Week 10 

introduction to Oral Assignment #2: reading proposal and visu 
Work session on written Reading Proposal and peer-editmg 
English Component: editing a text 

Week 11 

Oral Presentations of Reading Proposals with peer evaluations 
Final English Component: editing a text 
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COURSE OUTLINE 



DEPARTMENT: 
PROGRAM: 
CURRICULUM: 
COURSE TITLE: 

COURSE NUMBER: 
TYPE OF COURSE: 
CREDIT HOURS: 
HOURS: 



CLASS SIZE: 

COURSE DESCRIPTION: 

COURSE HISTORY: 
PREREQUISITES: 



Technical Education 

Applied Academics 

Applied Communications 

Applied Communications II: 
Technical Writing: Career Research 

ENG 106 

Vocational 

3 Quarter credits 



Lecture Hours 
Lab Hours 
Home work Hours 
Other Hours 



10 
20 



Total Hours 30 

Maximum number of students; 24 or number of computers 
available. 

Written and oral communication skills developed in the context 
of career research. Research activities in the Instructional 
Resource Center and Career Center include electronic research 
and interviews. Two oral presentations. 

Original^ developed by Roger Bourret and George Neff. in 1 991 - 
92 

Revised by Roger Bourret. Fail.92. and Winter. 93. 



ENG 105 or permission of instructor 
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LEARNING OUECTIVES: 



nn;iR<l OP INSTRUCTION 



Student will be able to write a technical research paper wrth reference citations 

Student w 'll b^ able to use CD-ROM and other eiectron.c research tools to locate, anah^ze, 

or. and wr.en for. a c^cse functiona.^.riented 

neld and describe the role of that technical occupation .n industry and business. 
A. CITIZENSHIP KNOW-HOW: 



1. RIGHTS AND RESPONSIBILITIES OF CITIZENS 

2. WORKPLACE ETHICS 

3. APPLIED ART 

4. APPUED HISTORY 

5 CRITICAL THINKING (See section B. 3.) 



X 



B. WORKPLACE KNOW-HOW: 

FIVE WORKPLACE COMPETENCIES 

1. Resources: 

1) Time 

2) Money 

3) Material and Facilities 

4) Human Resources 

2. Interpersonal: 

1) Participates as Member of a Team 

2) Teachers OtheiS New Skills 

3) Sen/es Clients/Customers 

4) Exercises Leadership 

5) Negotiates 

6) Works with Diversity 

3. Uses Information 

1) Acquires and Evaluates Information 

2) Organizes artd Maintains Information 

3) interprets and Communicates informatioo 

4) Uses Computers to Process InformaUoo 

4. Systems; 

1) Understands Systems 

2) Monitors and Corrects Pertormance 

3) Improves or Designs Systerns 

5. Tschnology: (See Section C.) 



_x_ 

X 



_x 

X 



X 

_x_ 

X 
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THREE FOUNDATION SKILLS 

1. Batic Skills: 

1) Reading 

2) Writing 

3) AfithmeticV-cthematics 

4) Listening 

5) Speaking 

2. Thinking Skill*: 

1) Creative Thinking 

2) Decision Making 

3) Problem Solving 

4) Seeing Things in the Minds Eye 

5) Knowing How to Learn 

6) Reasoning 



11 
12 



4. 

2 
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COURSE OUTLINE (Cont.) 



LEARNING OBJECTIVES: HOURS OF INSTRUCTION 



3. Personal Qualities: 



1) Responsibility _i 

2) Setf-Esteem 

3) Sociability _JL_ 

4) Seti Management _x 

5) Integrity/rlonesty _JL_ 

ACADEMIC SUBJECT/OCCUPATION SPECIFIC KNOW-HOW; 

includes academic technicalcompetencies such as: 

1 . Define importance of effective communicaiion in career exploration and 
professional life 

2. Describe ways in which technology cai i aid personal anri professional 
communication skills 

3. Write accurate reports and summaries from a variety of sources 

4. State the importance of and write accurate document references 

5. Integrate and analyze general information for specific and personal uses 

6. Use a variety of information sources on and off campus 

7. Write effective resumes and cover letters 

8. Communicate effectively in person and in groups 

9. Listen and read to evaluate others" reports 

10. Edit for spelling, punctuation, and usage of standard English 

11. Use personality types inventory to clarify learning and working style 



\ 
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Submitted by: Roger Bourret Date: 9/23/92 

Approved by: Date: 
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COURSE SYLLABUS 



General Information: 
Quarter: 

Course Number: 
Course TH1«; 

Section Number: 

Instructor: 

Office Location: 

Office Hours: 

Office Phone Number: 

Home Phone Number: 

Room Number: 

Lab Hours: 

Course Description: 



Sprir^, 1993 
ENG 106 

Applied Communications II: 
Technical Writing: Career Research 



Roger Bourret 
CC112 
T-Th 1 -2 
764-5363 

RS 12 



Written and oral communication skills developed in the context 
of career research. Research activities in the InstructHDnal 
Resource Center and Career Center include electronic 
research and interviews. Two oral presentations. 



Required Materials: 
Optional Materials: 
Course Schedule: 
Evaluation Policy: 



Grading Procedur*: 



GreoQ Manual, diskette, fee for Meyers-Briggs. 



Weekly schedule attached 

Students are evaluated on the timeliness, accuracy', and 
completeness o< assignments. Most assignments have a 
checklist with points for each ilem. Both written and 
language assessment Is based on standard Engfish. Students 
are also evaluated on their abifity to interact with others m the 
class and in the research facilties. Student enthusiasm and 
cooperation are rewarded by extra credit on final grade. 

Each assignment has a value in points. Student's points are 
compared to total points possible and the percentage is 
aligned with the grade point equivalent published by the 
college. 
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COURSE SYLUBUS (Cont.) 



n,h., Poiici*.- Late assionments lose points per day except wrth 'nstructor 

Other Pollcle.. Srrnission Each student is expected to submit or.g.nal self<reaied 

documents. Evidence or suspicion o< duplication or pl^ag-arism results 
in teacher student conference wrth opportunity (or student to expiam 
Circumstances or to re-submit ass-gnment. Standard behavKX ar^d 
procedures in laboratory as established by school. 

conformance to St.nd.rd.: (Explain how your course conforms to each of the following instruct.on 

standards) 

•All Applied Academic, course, will be taught In the context of real world setting. Including the 
work place, home, and community.* rhr..rp<: and student's communication 

•All Applied Academics courses will emphasize cooperative learning as a primary Instructior, 
•"'p^'cVes^'communica.™. and research on based on rea, wcdd experience and standards^ 



Submitted by. Roger Bourret 
Approved by: 



Date; 9/23/92 
Date: 



ENGLISH 106 WEEKLY SCHEDULE 



Week 1 (Introductions) 

Introduction to course and obiectn^es 
Students introduce themseNes orally 

Students write a description o< themselves, experience, and skills 
English component, general editing exercise 

Week 2 (Gathering infofmation for writing resumes) 

In-class writing, description of technical area and job 
English, general editing methods 
In-class writing: a five-section status report 
Assignment: oral report on a technical journal 
In-class writing: satisfying experiences 

Week 3 (Resumes) 

Resumes: uses and types/lecture-note-taKing exercise 
Assignment: write a chronological -functional resume 
English: parallel structure for use in resumes 

Week 4 (Oral reports on Technical Journals) 
Windows in Wordperfect 
Oral presentation #1 

Writing a summary paragraph with suggestions 
Resumes duy for grading and upgrading 
Meet with career center representative to discuss resumes 
Meyers-Briggs Type Inventory given 

Week 5 (Library Research on Occupations and Industry) 
Research: bibliographic referencing 
Library research: SIC and DOT references 
Work session: three references using S!0 or DOT ciassificaticns 
Taking research notes and summarizing readings 

Week 6 (Research Paper - Part I) 
Outline of Paper 
Writing and editing Section 1 
including research findings in Section I 

Week 7 (Career Center Research on Occupations and Industry) 
Using WOlS, SIGl, and Occupational Bkjgraphies 
Written summaries of computer printouts 



Week 8 (Research Paper - Part II) 

Revising Part I using Career Center research 
Part II - description of occupattonal skills 
Part III - descriplkxi d industries 

Week 9 {Writing the Research P'iper) 

Requirements and format for Research Paper 
Assignment: oral presentatkxi #2 
Work sesskxis 



Week 10 (Oral Present«ions) 

Evaluating the oral presentatkxi 

written summaries 
Written report: evaluatkxi 

ERIC 
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COURSE OUTLINE 



DEPARTMEMT: 
PROGRAM: 
CURRICULUM: 
COURSE TITLE: 
COURSE NUMBER: 
TYPE OF COURSE: 
CREDIT HOURS: 
HOURS: 



Technical Education 



Applied Academics 



Applied Communications 



Project Research. Documentation, and Presentation 



CLASS SIZE: 



ENG 108 

Vocational/Technical 
3 credits 



Lecture Hours 
Lab Hours 
Home work Hours 
Other Hours(Group) 

Total Hours 

24 



10 

30 



COURSE DESCRIPTION; 



COURSE HISTORY: 
PREREQUISITES: 



Students propose, research, develop, document, and present 
a S^^or^ t^N^ical project WorVir.g in groups .s requ.^- 
CouS stresses learning styles, team .nteractK>n i iraieg.es. 
and presentation methods. 

Developed by Roger Bourret & George Neff. Sumrner. 1992. 
Revised by George Neft. Spring. 1993. 

English 105 and EngRsh 106 
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LEARNING OBJECTIVES: 



HOURS OF INSTRUCTION 



A. CITIZENSHIP KNOW-HOW: 

1. RIGHTS AND RESPONSlBILmES OF CITIZENS _x_ 

2. WORKPLACE ETHICS 

3. APPLIED ART — *- 

4. APPLIED HISTORY 

5. CRITICAL THINKING (See section B. 3.) 

B. WORKPLACE KNOW-HOW: 

FIVE WORKPLACE COMPETENCIES 

1. Resource*: 

1) Time — *— 

2) Money — ^— 

3) Material and Facilities 

4) Human Resources — *— 

2. InterperaontI: 

1) Participates as Member of a Team _x_ 

2) Teachers Others New Skills 

3) Serves Clients/Customers 

4) Exercises Leadership 

5) Negotiates — *— 

6) Works with Diversity 

3. Uses Information — — - 

1) Acquires and Evaluates Information _8_ 

2) Organizes and Maintains Information _8_ 

3) Interprets and Communicates Information _8_ 

4) Uses Computers to Process Information _6_ 

4. System*: 

1) Understands Systems 

2) Monitors and Corrects Perlormance 

3) Improves or Designs Systems 

5. Technology: (See Section C.) 



THREE FOUNDATION SKILLS 

1. BaslcSkllb: 

1) Heading 

2) Wriong 

3) ArithmeVclMathematics 

4) Listening 

5) Speaking 
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THREE FOUNDATION SKILLS (Cont.) 



2. Thinking Sklllt; 

1) Creative Thinking 

2) Decision Making 

3) Problem Solving 

4) Seeing Things in the Minds Eye 

5) Knowing How to Learn 

6) Reasoning 



3. Personal Qualltle*: 

1) Responsibility 

2) Selt-Esteern 

3) Sociability 

4) Sell -Management 

5) Integrity/Honesty 



x_ 

X 
X 
X 
X 
X 



C. ACADEMIC SUBJECT/OCCUPATION SPECIFIC KNOW-HOW; includes academic subiect 
competencies such as; 

1 use reading, wrrting. and speaking sV,lls to perform research, documentation, 
and presentation of a group project. 

2. Communicate clearly and effectively in tone appropriate to purpose. 

3. Perform research tasks, analyze information, and compose summaries. 

4. Use appropriate layout and format to enhance communication. 

5. Participate in groups and critique group interaction strategies. 

6. Assess learning style and apply it to group work. 

7. use commercial electronic databases for research. 



Submitted by: 
Approved by; 



Date; 
Date; 



COURSE SYLLABUS 



General Information: 

Quarter: 

Courae Number: 

Courae Title: 

SecUon Number: 

Instructor: 

Office Location: 

Office Hourt: 
Office Phone Number: 
Room Number: 
Course Description: 



Spring, 1993 
ENG 108 

Project Research, Oocumentation. and Presentation 

George Neff 
RS12 



T-Th 1-2 
764-5306 



Home Phone Number; 
Lab Hours: 



Students propose, research, develop, document, and present 
a capstone technical project. Working in groups is required. 
Course stresses learning styles, team interaction strategies, 
and presentation methods. 



Required Materials: 
Optional Materials: 
Course Schedule: 



Grecj Q Manual , diskette 



Attached 



e . .M««D«iirv. In-Class work w« be evaluated by timely comptetwo of 

Evaluation Policy. 'n ^ ^^^^^ ^ ^^^^^ ^ appropriate language use 

Checklists of criteria win be provided. Project evaluation wii! be 
based on a checklist of competencies judged by team 
instructors, advisors, and peers. 
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COURSE SYLLABUS (Cont.) 



Grading Procedure: Pomts will be awarded for evaluation checklist items. 

Other Pollclee- Attendance is required for certain class activities. Participation in the 

project work is based on student-generated schedules and student- 
generated evaluation methods. Some assignments are group work 
and others need to be individually done. Plagiarism and other forms 
of non-compliance result in warning followed by kass o( points. 



Conformance to Standard*: 



•All Applied Academic* courses will be taught In the context of real world settings Including the 
work place, home, and community.' 

The projects, the manner in which the projects are created, developed, and presented are based on 
established procedures of the work place. 



•All Applied Academic* courses will emphasize cooperative learning as a primary Instruction 
model.' 

Project will be created, developed, and presented by a group of 4-6 students. Peer teaching and 
evaluation is the procedure throughout course. Instructors will model interdisciplinafy cooperation. 



'All Applied Academic* courses will stres* the use of principles, laws, formula* and rule* In the 
real world a* oppo*ed to focusing on proof* of principle* and law*, the derh/atlon of formula*, or 
the evolution of rule*.' 

Projects, methods, procedures, evaluation, documentation, and presentation are all based on 
accepted business and industry standards 



Submitted by: Roger Bourret Date: 9/23/92 

Approved by: 
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BEST COPY AVAILABLE 



Attachment to Course Syllabus for ENG 108 
Weekly Schedule 



Week 1 

Course obiectives/responsibilities and expectations 
Form groups. 

Week 2 

Introducing group members 

Oral presentation of technical project 

Written and oral critique by technical instructors 

Week 3 

Establishirig style profiles 
Use Gregorc 'Style Delineator" 

Week 4 

Using electronic databases for project research 
Written project: Table of Contents 

Week 5 

Research-, finding, organizing, and documenting sources 
Work sessions with group and instructors 
Written first draft due 

Week 6 

Visual Aids 

Planning for presentation activities 

Group presentations ^ ■ . _ 

Rehearsal of oral presentations with critique by peers and instructors 

Week 7 

Rehearsals and revisions in oral presentations 
Revision of written document 
Preparations for final presentations 
activrties/graphics 

Week 8 

Final written documentation due 

Final preparations for oral presentation activities 

Week 9 

Presentations 

Week 10 

Final evaluation and summary due 
Complete portfolio for extra credit 
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